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FOREWORD

The occupational analysis project was conducted by The Instructional Materials
Laboratory, Trade and Industrial Education, The Ohio State University in con-
junction with the State Department of Education, Division of Vocational Educa-
tion pursuant to a grant from the U.S. Office of Education.

The Occupational Analysis project was proposed and conducted to train voca-
tional educators in the. techniques of making a comprehensive occupational

analysis. Instructors were selected froM Agriculture, Business, Distributive,
Home Economics and Trade and Industrial Education to gain experience in
developing analysis documents for sixty-one different occupations. Represen-

tatives from Business, Industry, Medicine, and Education were involved with
the vocational instructors in conducting the analysis process.

The project was conducted in three phases. Phase one involved the planning

and development of the project strategies. The analysis process was based
on sound principles of learning and behavior. Phase two was the identifica-

tion, selection and orientation of all participants. The training and work-

shop sessions constituted the third phase. Two-week workshops were held
during which teams of vocational instructors conducted an analysis of the
occupations in which they had employment experience. The instructors were

assisted by both occupational consultants and subject matter specialists.

The pro ect resulted in producing one hundred two trained vocational instruc-
tors ca able of conducting and assisting in a comprehensive analysis of

- various ccupations. Occupational analysis data were generated for sixty-one

occupations. The analysis included a statement of the various tasks performed

in each occupation. For each task the following items were identified:
tools and equipment; procedural knowledge; safety knowledge; concepts and
skills of mathematics, science and communication needed for successful per-
formance in the occupation. The analysis data provided a basis for generating
instructional materials, course outlines, student performance objectives,

criterion measures as well as identifying specific supporting skills and

knowledge in the academic subject areas.



PREFACE

The participants approached this task from the position of the insurance
salesperson's duties. The analysis started with the assumption that the
salesperson is competent and has been licensed by the state in which he/she
is selling. No specific duty was analyzed as to kind of insurance sold (life,
health and accident, casualty or business insurance).* These are general duties
and are performed by any insurance salesperson regardless of the employment
agency (some agents are debit agents, some are self-employed while others are brokers
who represent several companies). No attempt was made to go into detail on the
specific tasks of maintaining an adequate staff: purchasing, accounting and filing.
These duties would vary depending on the agent's mode of employment and would be a
duplication of other occupational analyses.

*Each of these categories require an unique approach to the prospect.
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JOB DESCRIPTION

A licensed insurance salesperson locates prospective clients; sells, writes
and services policies, collects and accounts for premiums; investigates and
adjusts claims; maintains good community relations; maintains an efficient office;
reports periodically to supervisors and entertains prospective clients and

prospective employees.
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Duty A Servicing Policies-

1 Maintain current policies
2 Adjust claims
3 Give gifts
4 Review policy's coverage
5 Maintain a current file
6 Provide proof of insurance
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b
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c
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c
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p
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b
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c
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p
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c
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c
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c
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c
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c
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R
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i
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i
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r
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c
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p
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c
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c
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c
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c
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c
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p
r
e
s
s
i
o
n
 
a
n
d
 
u
s
a
g
e

-
c
o
m
p
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c
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c
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c
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p
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d
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p
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p
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c
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p
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c
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p
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c
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p
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p
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p
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c
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b
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c
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c
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p
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b
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c
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c
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c
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c
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c
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c
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b
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p
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c
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p
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c
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Duty B Prospecting

1 Obtain engagement, marriage, birth, death announcements and
other official reports

2 Obtain lists of graduating students
3 Obtain lists of property transfers, building permits and car sales
4 Distribute flyers to apartment complexes
5 Obtain lists of promotions
6 Cold canvass
7 Obtain referrals from policyholders, friends, other agents, ccnters

of influence and paid solicitors
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Duty C Selling Policies

1 Make an appointment
2 Break the ice
3 Question prospect in a controlled situation to determine

his/her needs
4 Explain an appropriate solution and how it fits his/her needs
S Answer prospect's questions
6 Explain premium and mode of payment
7 Reassure applicant
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Duty D Writing The Policy

1 Complete the application
2 Complete inspection forms
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Duty E Delivering The Policy

1 Make an appointment
2 Explain policy to policyholder and answer questions
3 Correct errors
4 Collect premium
5 Obtain referral
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Duty F Collecting The Premium

1 Prepare collection lists.
2 Contact policyholder
3 Receive money
4 Credit policyholder's account and issue receipt
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Duty G Accounting For Premiums Collected

1 Balance collection with receipts
2 Deposit collection
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4

Duty H Preparing Reports

1 Assemde necessary data
2 Put data into report form
3 Transmit report to company

81
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Duty I, Maintaining Good Public Relations

1 Speak to local community organizations and schools
2 Join community organizations
3 Sponsor civic activities
4 Be a good neighbor
5 Be publicly non-partisan
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